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Training Leaders of Cadets – “Managing a Cadet Program” Block (M2) 
SEMINAR IN 

CADET PROGRAM ADMINISTRATION 
 

Scope: Having been introduced to Cadet Program 
administration issues in lesson M1, this seminar answers 
students’ questions about the regulatory policies and 
administrative tasks involved in managing the Cadet 
Program at squadron level. The majority of this seminar 
will be spent discussing best practices and sharing success 
stories in Cadet Program administration. Topics include 
orientations for prospective cadets, test administration, 
promotions, awards, and personnel records, including E-
Services and orientation flight reporting.    

 
Format: Guided Discussion 
 
Duration: 80 minutes (with a 5-min break at the mid-way point) 
 
Objectives: 1. Describe the top ten regulatory policies that govern how the Cadet Program is administered. 

2. Discuss best practices for administering the Cadet Program at squadron level. 
 

Resources: CAPR 52-16, Cadet Program Management, Chapter 2; CAPR 50-4, Test Administration & Security, 
Chapter 1; CAPVA 52-1, Cadet Program Achievement Specifications & Awards; CAPF 66, Cadet 
Master Record; CAPF 52, Phase Certification; Testing Officer’s Quick Reference; PowerPoint slides. 

 
 

INTRODUCTION & OVERVIEW  
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 MAIN POINT #1:  ORIENTATION & MEMBERSHIP 
 
Clarification about “important facts”: 
 
a. Orientation & Membership  - General 

 
 
 
 
 
 
 
 

b.   Orientation & Membership - Tools 
 
 
 
 
 
 
 
 
 
 

Best practices: 
  

a.   Orientation & Membership  - General 
 
 
 
 
 
 
 
 
b.   Orientation & Membership - Tools 
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MAIN POINT #2:  PERSONNEL RECORDS 
 
Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 

Best practices: 
 
 
 
 
 
 
 
 
 
MAIN POINT #3:  CADET TEXTBOOKS  
 

Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 
 
Best practices: 
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MAIN POINT #4:  TEST ADMINISTRATION  
 

Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 

Best practices: 
 
 
 
 
 
 
 
 
 
MAIN POINT #5:  SPECIAL PERFORMANCE REQUIREMENTS 
 

Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 

Best practices: 
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MAIN POINT #6:  PROMOTIONS  
 

Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 

Best practices: 
 
 
 
 
 
 
 
 
 
MAIN POINT #7:  SPECIAL AWARDS 
 

 Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 
 

Best practices: 
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MAIN POINT #8:  FLYING 
 

 Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 

Best practices: 
 
 
 
 
 
 
 
 
 
MAIN POINT #9:  FUND RAISING  
 

Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 

Best practices: 
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MAIN POINT #10:  ADVERSE ACTIONS  
 

Clarification about “important facts”: 
 
 
 
 
 
 
 
 
 
 

Best practices: 
 
 
 
 
 
 
 
 
 
SUMMARY, REMOTIVATION & CLOSING 
 
  
 


